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We use the PE program to:

• make Contract payments to the 
Contractor

• organize and track payment records

• develop the Gov’t Receiving Report



You will learn to:

• Locate the contract number
• open and load the zero estimate 
• use the Governments Receiving Report
• input daily production data 
• post to the estimate
• add new items to the estimate
• zip the files and send them
• Fill out the summary book



Contract number

Where do I find it?



The Contract Number locations

• Unique identifier for the project

• FORMAT:     DTFH70-XX-C-000XX

• XX is the fiscal year

• 000XX is the number of the contract this 
fiscal year



Where do you find the Contract 
Number?

• On the top of your Special Contract 
Requirements [SCR’s]

• On Contract Modifications

• On official correspondence [Notice to 
proceed, letter of Award]



Contract number: if it 
has an R instead of an 
C it is the solicitation 
not the awarded 
contract.



Zero Estimate



Where is the zero Estimate
• Will be sent to you by email, will be zipped

• You will need to unzip the file and save it to your 
directory:  C:\myfiles\PE

• The file that contains the database for the 
estimate data has the extension  …… *.mdb

Lets look at the Zero Estimate File….



Running the program



Sample Project

• Progress Estimate program comes loaded 
with a sample project.

• Go to    C:\myfiles\PE\
– To make sure the file is in the directory
– The file we want today:    7099E99.mdb



Remember this 
main menu?

Type in the 
contract number 
for our sample 
project :

70-99-E-00099



Open 
database for 
this sample 
contract



Main Menu
• Four selections from the main menu:

– Modify Project Data : Allows for editing of estimate data, contractor 
data, accounting strings, project information.

– Modify Item: Allows for changes to pay Item fields

– Modify Daily Production: Allows for you to input daily pay note 
quantities for each contract pay item.  Works as a substitute for a 
progressive running total summary spread sheet to final out your 
project

– Reports for printouts and screen views



Modify Project Data

• Four “tabs” on this sub menu:

• Project data
• Current Estimate data
• Accounts data
• Contractor

• Lets look at the first tab…..





Received date is 
what matters.

Change if you know 
they are going to 
finish early or late



Data you input into the Zero 
Estimate:

• Estimate No. 1
• ‘From’ and ‘To’ dates
• Contractors Bill received

– This date sets the “interest clock”
• Contractors Bill approved, you don’t have to fill 

this information in.
• Probable completion date when you know the 

contractor is going to finish early or later than the 
fixed completion date.

• Actual Completion date [when project is 
completed]



Add account numbers when you a new account on a CM.  If 
the money is a fund that has to be spent and can not exceed 
that dollar amount then you have to put a limitation on the 
funding.  You then have to chain the account to an account 
code with no limitation limit set.



Electronic funds information is taken 
care of in Vancouver and no longer 
shown in the estimate program



Modify Item/Quantity Data

• This selection allows for changing the 
fields in the Item/Quantity form

– Adding an item  [CMs, MOH, QLPay ]

– Adding or reducing probable quantities

– Referencing pay note book location for Final 
Review



$ for lump sum & cont sum, 0,1,2,3 for 
decimal places

For CM you can only input 
the probable amount here

For location put CM 
number

Input description of work



Adding new Items

• Contract Modifications
– Use Item Number format:

• “M03 63509x”
• Where M03 is “Contract Modification No. 0003”
• Leave space between Item No. and CM No.
• Use Item number and “x” is available for multiple 

Items, such as Equipment Rental:
– Example   M03 62201A     Dozer, tracked
– M03 62201B     Truck, highway

• See construction manual for material on hand and 
QLpay item number formats.



Adding/Reducing Probables

• Overruns and underruns must be tracked 
and accounted for with funding obligations:
– Contract Modification are required for 

overruns to “deposit” money into the account.
– If you run out of money we CANNOT PAY the 

estimate.
– A modification has to be issued and then 

interest is owed to the contractor due to delay 
in payment.



Keep track of your money on this page.  If you have CM’s written they will not show up 
on this page, you need to track then on a separate page.  The amount is the amount on 
the CM not the PR.  Add that amount to the funds authorized minus the CE cost, and 
you will know if you have the money in the account.





Modify Production Data

• Input for daily records/source documents

• Notes and comments

• Post to estimate

– NOTE:  Item description, number, etc.  is 
grayed out, this is used for daily pay-note 
input only.





Receiving Reports



• Begins at the established monthly estimate cut off date [usually end of month].

• The Contractor schedules a meeting with Project Engineer to go over the 
payment request.

• Use the Gov’t Receiving Report to review the Contractor’s preliminary invoice
– [data already input into Progress Estimate program]
– Resolve any discrepancies.  

• Contractor submits the official invoice.

• Stamp the invoice in, then review official invoice.  Time critical.

• Accept/return the Contractor’s invoice.  [in writing]

• If the Contractor’s invoice is acceptable, sign hard FHWA copy, then overnight 
Contractor invoice and PE hard copy to Final Review.

• Email estimate to Final Review [zip the file!]

Logic flow for monthly payments



What is an acceptable invoice?
• Complies with the FARs

– FAR 52.232-5 & FAR 52.232.-27

• Meets requirements for WFLHD
– Format provided in the “Field Notes Sample” book
– Checked and approved/returned within 7 days
– Once approved, signed and sent overnight to Final 

Review for processing

Lets look at the FAR requirements….



FAR Requirements 
[2  main FAR clauses]

• FAR 52.232-5:
– Contractor certification
– Summary [itemized] of amounts requested
– Subcontractor listing

• FAR 52.232-27:
– Contractor cover letter  (a)(2)(i) through 

(a)(2)(xi)
– Lets look at the Contractor cover letter…



• FAR 52.232-27

• Contract cover 
letter

• Provided to the 
Contractor in 
the “Field Note 
Samples” book



FAR Requirements

• FAR 52.232-5:
– An itemization of the amounts requested
– A listing of the amount included for work 

performed by each subcontractor under the 
contract

– A listing of the total amount of each 
subcontract under the contract

– A listing of the amounts previously paid to 
each such subcontractor under the contract

– Contractor Certification



• FAR 52.232-5

• Contractor 
Certification

• Provided to the 
Contractor in 
the “Field Note 
Samples” book



Itemization of amounts requested
Provided to the Contractor in the “Field Note Samples” book
FAR 52.232-5



Subcontractor listing, 
paid to date, due this 
estimate

Provided to the 
Contractor in the 
“Field Note Samples” 
book

FAR 52.232-5



Government Receiving Report
– Used to compare against the Contractor 

invoice

– Shows item for this estimate only

– Shows the dollar amount and quantity

– Lets look at the Progress Estimate Program…



• Progress 
Estimate 
Program





Focus Areas
• Check to see that Contractor Invoice and the 

FHWA estimate are the same amount.

• 7 days to review [don’t wait!].

• 14 days to make payment [interest automatic].

• Zip the Progress Estimate file.

• Overnight mail [UPS, Fed EX] the invoice.



Summary book





Summary Report Item page

• Summarized by Item:
– Shows estimate paid
– Shows quantity by estimate
– Shows probables
– Shows total for Item

• Print out and put in its own book!!
• Lets look at the output page….





Production Rates

• Data input from Modify Daily Production 
data screen:
– Gives totals for work completed and work 

remaining
– Gives percent of Item work complete
– Gives production per day







Zipping Files

• Open “My Computer”
• Navigate to C:\myfiles\PE
• Locate and highlight current file

– Remember format:  7099E99.mdb
• Right click and select zip and email…
• Send to Final Review and CC your COE

• Lets look at what that looks like……







Typical mistakes
• These are the most frequent errors made:

– Probables are not being updated
– [Modify Production data] if you do not use this you 

have to keep a spread sheet showing monthly totals, 
and total to date for each item of work.

– Forgetting to zip the file before sending
– Forgetting to check the Contractors invoice before the 

7 days are passed
– Changing a previous estimates database [never 

change database from previous estimate, add 
corrections to current estimate]

– Forgetting to update the Current Estimate number in 
the estimate program.
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